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ABSTRACT \ 

Written for anyone interested in what makek a meeting 
run smoothly (and what doesn't), the guide for conducting meetings is 
divided into the following sections: the chairperson (his/her " , 
responsibilities, preparing an. agenda , organizing discussions) ; the 
meeting (quorums, discussions,' points of order, ,and clarification) ; , 
the motion-(making the motion, discussing** it , amending it, voting on 
it, adjourning, different kinds of votes); -the order of business 
(minutes, committee reports, unfinished business, nominations and 
elections, new business). In addition, the guide contains a section 
on taking minutes. Emphasizing that the more informed the member of a 
group, the more productive the meeting, the guide attempts to relate 
the elements of . a meeting in such a way that' every member .of the 
grciup has ^n opportunity to be informed. (AH) • 
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^' GUIDE FOR CONDUCTING ME'ETINGS 

This IS a guide for conaucting meetings it iS written for anyone interestea ir^ what nr^Ke^ a meeting 
run smoothly-ana what doesn't The gutde is dividea into the following sections ^ • ^ ^ 

THE CHAIRPERSbNr' his/.her responsibilities, preparing an agenda orgtSmzmg discussons 

THE MEETING: quorums, discussions, potnts'of order and clarification ^ 

» 

THE MOTION: making the motion, discussing it, omenomg it, votina^Dn it, aOjOurmng different kinds of 



votes * ' V V 



THE ORDER OF BUSINESS: minutes, committee reports^ unfimsneo cusmess, nominattbns ana flections, 

new business 

There is also a section on taking minutes One key element runs rnrbugn this gtiide The more inform- 
ed tne memoer of a group, the more prooucfiv^ The meeting: Tms guide attempts to relate the 
eien-^ents of a meeting in such a way so that every member of your group has qn opportur^ty to De in- 
formed ' ' , . . ^ 



THE CHAIRPERSON * 

y Know what.will happen and prepare for it. 

The Chairperson should not be surprised She/He should have a giod idea of vvhat is going to hap- 
pen at the meeting . 

Some ways to plan ' ^ , , > 

a) contact key people to a^k if they have any issues to discuss, 

b; De awore of community activities whtch might affect the members of the group and 

c) monitor committees to anticipote what their reports will be ' 
Tne Chairperson should devise an agenda based on the previous information gathered. Thisogen- 
da should follow a standard order of business (see THE ORDER OF BUSINESS), and should incor- 
porate specific topics planned foe discussion at each- meeting The Chairperson should also ollot 
Dlocks of tiiV)e for each topic or groups of topit (eg, committee reports) ^ 
in general, the more structured the agenda- the rhore smoothly the meeting will run 

■ .c. ■ ■ 

2 Stick to the a^ertda.' " , \ 

The Chairperson should communicate the agenda to the group qtthe outset of the nneeting. Ir> 
fact, many Chairpersons distribute the proposed agenda to Parent Comimiittee members several 
days before the meeting Members of the group can then get an ideg of wt^t ^\\\ occur during 
the meeting, when it will Ciccur, and (in some cases)'Wha will be leading the discussions The group 
can suggest changes in the agenda, e.g. adding or deleting topics, or alloting different a?nounts 
of time for topics The optirfium is to find the right mixture of speed and thoj-oughness. Too often'' 
people skirt over issues they'd like to discuss because the meeting has gone on too long. Once the 
. group accepts the agenda, it is the Chairperson's responsibility to stick to it During the cowse-of 
the year, groups become more adept in plonning meetings 

^ .Make things inforrnal; ch)eck qn people's co(rif^rt. 

The Chairperson 1^ responsfble for th^'Tneeting 6s a whole She/He should do her/his best to assgre 
that people are cornfortableYthe temperature of the room is satisfactory, smtoke isn't bothering^ 
anyone, lighting is sufficient Th^ Chairperson s^ouid diso develop an atrnosphere of friendliness 
and informality' so that all participants at the .m'e^jng-memiDers of the group or not-feel 
vvelcomp to mioke'Comments andobserve the proce^ings. If there are guests,. the Chairperson 
may expjair> the group's operating procedures, e g. who caq vote 



Keep ofder; speak loudly; organize discussions. 

ThH ( hcjif^^^erso^'i should try to maintajn control over the meieting ip an effective but .overbearing 
vvov 5he/He should spe'ok loudly' <$nough so tliot everyone can^ht^dr ^irki -shouk^- spocik 
6uthor^tatt,veiy enough so-fhat everyor^ will hsten.it is the Chairpersons responsibihtv to limit 
oiscussions to the issue at hand Sometimes it's necessary to organize discus^<on so fhat people do 
stiCk to thejssue Some ways organize discussions- 
a) set ^tjme limits fof discussionts 

D) alternate speaker^ on one side of dn issue with speakers on another, ' . 

c) Dreak down the issue into smaller parts, and discuss or^ part at a tima and 

d) use visual oibs'to mok^ ^he djscijssron cleftrer , ^ 

Vote. only when it makes^ difference. 

.The Chairperson is a foolitolor, b person who maintains pn objectis^e control of the-discussions and 
IS oDle to render fw judgements The Chairperson should not use her;<his role to influence the 
aiscussion or vote She/He should not compromise the role of objective facilitator by, voting when 
.t doesn'f make a difference in the outcome Times when a Chairperson should vote 
a) when the Chairperson's vote breaks a tie. and 

d; when the Chairperson's vote causes a )\e, defeating tfcte'motion For example, if the motion 
were /o authorize children to go on- a field trip, and the /ote came out 7 in favor of fhe field trip 
and 6 opposed'to the field trip/then the Chairperson dould vote against the field trip The vote 
would then be 7 to 7, ar^d the motion to authorise children to go on the fiekj trip would be 
defeated ' . / ' . 



6 Be patient and Ifair."* ' ^ . ' ^ • 

tt can be trying td be an effective Chqirperson The Chairperson should keep in mind that 
everyone is different Some people enjoy ^"taking the floor;' and speaking their mind in front of a 
group, other have little liking or.experience for public spepkmg Some people desire a freerflow 
• discussion to generate ideas, others require the formal rules to structure debate Some peopl^feel 
co'mfortabie v\/ith emotion forms of expression on certain issues, other prefer to limit the discussion 
^ 'to facts Thej Chairperson must allow «for as many different expressions as possible She/He must 
• '* sometimes put aSide his/her own attitudes' and let others have their soy And she/he must be pa- 
tient wi4h who aren't as familiar with the procedures of .the meeting 6r the issue at hand An effec- 
tive Chairperson will encourage/ or '^entertain"' motions or comments, so that everyone feels 
welcome to participate . , / * 

THE MEETING 

A quorum is necessary- " \ 

A quorum is an ^stabli^ed nunnber of people who must be gresent before on official -meeting 
can take place Often.o quorurh is ha(f-plus-one of the total members For example, if a Parent 
Committee has twe>)ty members, then eleven (half-plus-one) must be present,for a meeting to 

take place, ( - ' * ^ : ' , ' ' 

A quorum is a^andard function used by most official bodies It is used to prevent a small minori- 
ty, from conducting* official business- voting, od " key Jssues, electing Officers; xppproving 
expenditures-without a represenative sl^owing of the members of the group 

Everyone is free'to discuss. 

Within the limits, everyone is free to discuss at a meetirlg Some of those limits may be^ 

a) the person should'riot speak on an issue until its time on the agenda 

b) the pBrsof\ should not SfSeak on an issue vyhen she/he has already votce'd an opinion and 
^others hoVe yet t6 speal^:. , • * ^ 

c; the persQn should not speak on an issue until she/he has been recognized by the Chqi/persoa 

and • ^ w 

d;\the person s)\ould not speak on an issue after the group has agreed to end the discussion 

An effective Chairperson will see that everyone who wants to speak has an opportunity to spe<aJ< 
Given on orderly, efficient meeting, everyone should have an opportunity to of^er an opinion on 
the »ssue being disctissed • ' , • . . , 



THEMOTldN ♦ . 

1 Mokin^he motion. ^ ^ * ^ ^ 

Only voting rrembers rhay ^ake -0 motion A motion should be Stated c!^eariy end if necessary 
/ repeated for me oerSefit of the Voup as well as-at the (Recording) Secretar/ An^xample of a 
motion IS I move that we approve the Title iVprop9sai a^resSnted )o ys P/ the toordinator , 

2 Discussing/Amending a motion. 

Some groups prefer to have the motion seconded before discussing it others see no need for 
seconding the mojt^n if a second is^used at all, it shojuid be used before discussion bf the mQti'on 
Discussion should center around'bniy the motion on the floor, and the ChairpersonFshpuld keep it 
from straying into other areas lo some cases a time limit may be established for discussion of thie - 
motion if someone wonts to make a chonge m the originoi motion, then an omundment con be 
made during the discussion If the original motion wos'^'i^move that we approve the Title IV pro- . 
.posal as presented to us by the Coordinator, ' then the amendment t© that motion might be ""l * 
would like to amend that we approve only the fintincial section. of the proposal now, and 
postpone approving the entire proposal until we get more informotion " 

3 Voting on the motion. . < 

Dtscusson on the motion enas when someone calls for the question ' or it is ogreeo that the time 
for discussion has exptrea if there is an arriendment on the floor, then fhe amendment is voted on > 
first The Secretary or the Chairperson reads the amendment to the motion, and the group votes 
Following that vote, the ^loup can continue t(e)-discu^ the original motion (if, appropriate, as 
amended)'^hen the original motion (with approved amendments^ is repeated to the group and 
the group votes ogam Once tne motion has been vojed oa the group con proceed/to the»nexf 
item on^he agenda Ait the participants should be made aware (by the Secretary or Chairperson) 
of the results of any vot^ ^' . , . " * v 

4 The motion tb adjourn. ' . 

- The motion to adjourn should'hot be discussed or amended The Chairperson can rule the motion 
OUT of order (for example, if items on the ggendg have yet tq be covered) But, if the motion is prd 
per, then the group votes without discgssion The meeting is either adjourned or continues until the 
group decides to vote for adjournment . . , . 



TUE ORDER OF BUSINESS ' ^ 

1 Pr^sentotiop of minutes. * , * 

The presentation of minutes of the previous meeting is usually the first order of business The 
Secretary reads what happened at the previous -meeting Then the group either accepts the 
minute^; rejects them," or accepts -them as .changed Changes usually result frorn misspelled 
names, inaccurate dates, etc There is no discussion o?the issues of the previous meeting, only 
discussion of tt)e issues of the accuracy of the minutes, It is helpful to distribute copies of the 
minutes. before the rfieeting starts. * ^ 

2 Reports of 9fficers, boards, and standmg committees. 

Following action on the minutes, sfanctofd. reports afe read These might includeVeports from the 
Treasurer, fiom the Project Directo;, or frorri the Superintendent A standing 9ommiltee' is one 
which is permanent,.qnd continuous, not one which is set up to meet a temporaty objective, Or to 
solve a particular issue Reports from standing Committees ;should be made before reports from 
special, committees, copies of such reports can also be distributed to the gro^up before ^he, 
meeting starts' • ' 

3 Reports of special committees. • 

A special committe.e is sometimes called an ad hoc committee M hoc rrieons, literally, ''toward 
this thing." An ad hoc committee is set up for a specific purpose, ad hoc connmittees might be a 
Needs ASsQssmer^t Committee, a Potluck Committee, o(; a Field Trip Committee Re^ports from 
fhese committees ore quite likely to be more extensive than reports from standing committees, 
and time should be/planned-occofbingly. • • ' » . • 



4 Unfinished lousiness. . 

All undnisfred Cold") business should be taken care of before new business begins ^hot ts 
the -key to the smooth operatiofi of Ony meeting Take care of fhe left-over issues first, if you ddn^t 
then things wtil just pile up' Unfinished business might be discission tabled (0osTponed) from the 
previous mee>inp, repDrts from individuals on^assigr^ed tasks, summaries of activities having 
•^already token place, or Vesentation of guest speaRers ' ^ . - 

'5 Nominations and elections.^ • . ( 

If norV^iriations anqi/or Elections are scheduled, then they should follow the completion of ahy un- 
finished t)usiness, because they are, ^n a sense, unfinished business Qbviously, nominatfons and 
* elections osuail^take quite a bit of time, so the Chairpersor^ may want to plan additional time (or 
even a sfDeeial meeting) for them 

6 New Business. ' . « , 

New business should be discussed only after old business is dispensed with New business may be 
■ issues that have never bee^UDrought up before. They may. be discussed or the Ghairperson may 
• assign/a committee to lodfinto the issues further, and report at a Iqter meeting 

TAKINC^ MINUTES . / 

The minutes of a rrieefm'^ should consist of at least the following 

1 date, place, and tim^ of the meeting ^ 

2 ..names of people present; and , 

3 motior^s /decisions* made 

The mmutps may also include any and.all of the following 

J names of /nembers absent, ' • . • 

2 Treasurer's report, ^ - ' ' ' . ^ * 

3. committee reports, . , * . , 

4 all business undertaken-discussions, etc-, and ^ ^ * ^ 

5 tddies of votes ' , ' " • 

Minutes may become easier to take with the following hints - ^ ^ ^ 

1 Listen for key wofds' ' * ' ^ .-j" ~ 

2 ' Try to- capture basic ideas, don't^ wrife down eVery word ' ^ . ^ ' . 

3 Include only pertinent comiYients \ ^ ' ^/^^ A 

4. Abbreviate words , . ' 

5 , Circle key ideas, stdtenSents, or decisions ^ ^ '\ 

6 Ask m^embers to 0peat things if you can't keep up (e.g , iri motioni^ .... 

y from How to Moke Meetings Work, Doyle and Strauss^ 1976 

All you are^eally doing when you toke minutes is recording what actually happened, %o that you d6n't 
have to rely on someone's memory Because ot this, it is especially important to record what wgs voted 
on For example, if your Parent Committee voted to have potlutk next^hursday, it's essential that you 
you take that down If your group voted if down, that is, if it was proposed and rejected that you hold a 
potluck, it'sp good idea to take that down as well. As,you get^more experience in taking minutes, you 
can record mor.e and more items, / ^ ^ ' i 

After you take the minutes of a meeting, you. will probably h'ave d jumble of phrases and words and. 
possible numbers 'Don't wait to tran'scrif>e the jumble. You'll nrjost likely, forget what your symbols 
meCin and to what your phrases refer Spend some time rewriting your minwtes in t,h$ir final form Youl! 
sove yourself embarras'isment when you'rexalled to read the minutes from the previous meeting 

One ddditiohal comment it's'a gc^^d idea to use the-same forrp eaf h time you take tt)e minutes. If you 
list the members' present at the top of the page one time, do it every time. If you use short paragraphs 
one tirfie, use them every time. It will be eqsier for you to record them, and for others to read thern, The 
original transcript of the minutes of a meeting, with qny chdOges made, should' be kept 6n file in a safe 
place ; ' ^ ' 



PROCEDURES FOR CONDUCTING A MEETING 

'•iMfv jre ev)t-t ^Icpb thot trie Chairpef Sun 'should follow in .holding a meeting 

• ' i " • 

V V n 

t 

\ C X ^'^f fleeting to order ' -** ' » 

-•e«'j^'^he minutes of trre Qre\>ious meeting ^ * , * 

3 _ ^iOiL^pom- of ofiiC^f s t5oaf4s^ and standing conf^mittees • 1 

4 -"ear reports of special commitrees ^ * - 

5 near announcements ^ ' ' * 

6 Go on '//itn the unfinished business of tjhe last meeting 

7 Go on the new business ' • \ . , 

8 Ena tne m.eet.ng and adjourn . ^ ' . , 

■■■ ' ' ' >• ^ 

JO CONDUCT A PARENT CGMf^lTtEt MEETING 

CONDUCTING MEETING . - ^ 

The ^or^^n^ Committee has the resporisibility to make certain decisions regarding the funded program 
"They se'-vp 1^ this is to occur in practice then it is essential that the members of the committee llfhd. 
e'^oecioiiy tne leaders of the group, dev^p the ability to run meetings in an orderly fashion which wtll 
er.sur*:;; thO' jif faring points of view can be aired and that business is completed occording to schedule 
/yhne any num.oer of rn'ethods could be devised to achieve this, the ofttline given below sketches the 
most commion format for- conducting meetings ' . 

CALL TO ORDER - ^ 

a) ' Pol! Call ^ * X • ; * , . ^ 

b) {determination if quorum is present 

'REA£|NG OF PReV|0)JS MINUTES 

a) Name of t^e group which m4t . ' ' 

o) Kind of meeting, eg, regular or special - - • . 

0} Place, time, and date of meeting - * 

d) presiding dVficer ' * . , ' . 

, e) Approval of mioutes of prior meeting 

f) Motions cnade, by whom, and final action on the^o 

g) Time o^adjournment - 

REPORTS FROM OFFICES AND REGULAR COMMIHEES 

/ , • • 

a) Stdtemenf drissuerptoBfepnsrite'm of business, etc , . ' 

b) Method of dealing with it ^ , . . ' 

c) Recommendations for action ' •, . • 

d) Action by gi*oup _ . ' " - ' % ' ' 

REPORTS OF SPECIAL COMMinEES 



ANNOUNCEMENTS V 
OlD BUSINESS, CONTINUED FROM PREVIOUS MEETING 
NEW BUSINESS 
ADJOURNMENT 

■ 

5. 



CHAIRPERSON^S CHECKLIST FOR MEETINGS 



1 ROOM ARRANGEMENTS ^ ^' 

a) Have arrangements been rnade for a meeting room? • - -- . 

• b) Will t+^e room be Gomfortgbia? 

" c) Are there enough cf^airs?" ^ 

d) Have arrangements beerf nr)Gcle for special equipment if nee.ded'^ ' 

e) If there arejhondputs, are there'^enough for everybody'? 

f) Will notices be send out in tinS^ for people who'plan to attend^ ' 

g) if needed, is there 'a telephone committee ready to remind members of the meeting'? 

' ' ' . ^ ; ' ^ ' 

2 PROGRAM -ARRANGEMENTS 

♦ * 

a) Has the agenda been prepared^ and mailed to members'? 

d) Have speakers been invited to participate'? *^ 

c) Does the speaker have thelime, place, Toom number, for the meeting'? 

d) Does he or she know how long to talk aipd how large the group will be'? 

3 OTHER ACTIVITIES 

a) have refreshments been planned'? 

b) Have arrangements for'babysitting be^n made'? 



4, THE DAYtJ^'tHE MEETING^ 



a; Do you plan to arrive early to doublecheck the»rbom, equipment^, chairs, and refreshments? 

b) Are there Sj0ns.to direct people to'the meeting room? 

c) Have you mpde arrangements for someone to meet and greet the speaker^ 

d) Will someone greet people when they arrive'? Are there nometags? 

e) ^ Will you have extra copies of the agenda available'? 

5 AFTER THE MEETING ' ' ^ ^ ^ 

a; Will you be available to talk with members? Some-hesitate fo speak at meetings ar>G} tiove 
ideas you will wQnt to consider ^ ^ • 

b) Will you thank-the-speaker'? A written nofe is effective ' 

c) Have you tidied up the room as much as possible? 

d) Will you make arrangements to return any equipment? 



